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Introduction 
 
Reports can be generated at any time in SVRS.  At the time a report is run, the information is retrieved directly 
from SVRS. 
 
The two main ways to generate a report from SVRS are: 

1. To use the search function and resulting data grid, available in most SVRS nodes; 
2. To use the Reports node to generate a report. 

Key Terms 
 
Filtering is a way of controlling the data that appears on a report.  Only the records that match the filter criteria 
will show up on the report or search.  For example, for a report which should return only active voters, users can 
create a filter to select only the records for which the voter status is active. 
 
Sorting is a way of ordering how records are listed on a report or returned from a search. 
 
Data Grid is a place where information appears from a data search in SVRS. 
 
Data Grid Reports are created from data search results in many of the SVRS nodes.  Data search results can be 
filtered, sorted, grouped and formatted, then exported or printed. 
 
Ad Hoc Report is the name of a standard report as defined in SVRS.  Within each report category there is a list 
of standard Reports available to print. 
 
Report Category is an organizational grouping of ad hoc reports, as defined in SVRS.  The categories available 
are:  

• Absentee 

• Applications (Voter Registration) 
• Contacts 

• Elections 
• My Saved Reports (reports saved by a user) 
• Poll Worker 

• Polling Place 
• Saved Reports (reports saved by a user, available for all users in their jurisdiction) 

• System Reports (used by Administration only) 
• Voter 

 
Modify Layout is a feature within the Print Reports Quick Task.  It is a way to adjust the arrangement of 
columns on an ad hoc report.  The modified layout can be saved either in the My Saved or Saved Reports 
Category for future use. 
 
Create Reports is a quick task available from the Reports node.  It allows users to create new reports that are 
loosely based on existing ad hoc reports.  These reports give the user more flexibility because they may change 
the formatting of the original report.  The modified layout can be saved either in the My Saved or Saved Reports 
Category for future use. 
 
The Scheduler is found under Print Options.  When the SVRS system is busy, any report or mailing can be 
redirected to the Scheduler to run when resources are available.  Reports processed through the Scheduler will 
always be written to the My Documents folder on the server.



 

  
Reports 

 

6/28/2010 - 3 -                                    Data Grid Reports  

 

Data Grid Reports – Customizing, Formatting and Printing                                            
Reports from the Search Grid 
 

The Voter Transfers Data Grid Report 
 

1. From the Main Menu, expand (+) the Voter node and click on the Voter Transfers node (the same 
procedure will work from other nodes as well). 

 

2. Enter in the desired criteria and click Search.  In this case, enter your own municipality into the From 
Jurisdiction box and, if desired, a range of dates in the Transfer App Date Between dropdown. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Customize the view on the data grid to display only the columns that are to be included on the data grid 

report. 
 

a. Right click on the column 
header row to display 
the menu.  Select 
Runtime Column 
Customization.  This 
will display a box listing 
all the data columns 
NOT currently displayed.  
You may drag column 
headers from this box to 
display them in the data 
grid, or drag column 
headers from the grid to 
the Runtime Column 
Customization box to 
hide that column. 

  Other helpful menu choices are Best Fit and Best Fit (all columns).  These will widen the column(s) so you 
can see all of the data.   

 

 
Data Grid Reports can be created from any set of data that appears in a search results grid in SVRS.  The 
only limiting factor is that the search results grid can hold a maximum of 1000 records.  Any search that 
results in more than 1000 records will not display all of the desired records.  It may be possible to further 
filter your report, to limit the number of records to less than 1000.  This will allow you to create a report with 
2,000 or 3,000 records, by cutting and pasting multiple searches from the data grid. 
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b. If desired, add a column to the data grid.  Search the Runtime Column Customization box for the 
name of the column you wish to add, then drag and drop it into the data grid.  In the example below, 
we are adding the AppSourceCode column to the grid.  The black box indicates where the new 
column will appear. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. To remove a field, drag and drop the column header to the Runtime Column Customization box.  In 
the example below, all but 5 columns have been removed. 
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4. Arrange the data so it is displayed in the order you desire.  This means you may need to filter and sort the data, 
or rearrange the order of columns. 
 
 
 

a) To change the order of columns, 
click on a column header and drag 
and drop into its new position.  (In 
the example below, the Name 
column is being moved to the first 
position.)  The black box indicates 
where your column will be placed.  

 
 
 
 
 
 
 

b) If you wish to limit your results 
further, but are unable to use 
the search fields in the upper 
part of the screen, you may be 
able to filter your results in the 
grid.  To do this, click the 

square button  at the right 
hand side of the column 
header.  This will display a list 
of all of the available values in 
that column.  In the example 
below, the column 
AppSourceCode has been 
filtered by selecting EDR, so 
only Election Day Registrations 
are displayed in the grid. 

 

Note: When a filter is applied, the square button at the right of the column header turns blue.   
The filter also appears at the bottom of the data grid.  
 
 
c) If you want to sort your results, you can right click on the 

column header of the desired column and select Sort 
Ascending or Sort Descending from the menu.  You may 
also left-click on the column header.  Clicking once sorts 
the column in ascending order, and an upwards-pointing 
triangle appears on the column header.  Clicking again sorts 
the column in descending order, and a downwards-pointing 
triangle appears on the column header. 

 
 

At the right, the Transfer App Date column is sorted in 
ascending and descending order.  Ascending order puts 
dates from oldest to most recent, and descending does the 
opposite.  
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Note: It is possible to sort by more than one criterion.  In the example below, the Home_StreetName column 
has been added to the Voter data grid from the Runtime Column Customization box.  Then the user clicked on 
the Home_StreetName column to sort by the street name.  A secondary sort was applied by holding down the 
Shift key and clicking on the Address column header.  Now the records are in order by street name, then street 
number.  The Home_StreetName field can be removed from the data grid by dragging and dropping it into the 
Runtime Column Customization box, while retaining the sort. 
 
 
 
 
 
 
 
 
 
 
 
5.  To format the report: 
 
 

a. Select Preview from the File 
menu, or click the Preview 
button on 
the top 
menu bar.    

 
b. In the Preview screen, select 

Page Setup from the File 
menu.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. Adjust the Paper Size, Source and Margins if necessary.  Select Landscape if you need more 
space to display your data. 

 
d. Click the Printer button to select a printer or set other options particular to your printer.   

Click OK to return to the Preview screen. 
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Note: Even if you change to Landscape, the data will not automatically adjust to the larger page size.  You 
must click on the dotted margin line at the right or the left of the page, and drag the line to adjust the margins.  
Then the data will expand or contract to fill the new space.  

 

 
 

e. If you want to add 
a title or other 
information to the 
Header and 
Footer, click the 
Header/Footer 

button  in the 
top menu bar.  You 
may position the 
mouse in the right, 
center, or left of 
the Header or 
Footer and add 
text.  You may use 
the buttons at the 
bottom of the 
Header/Footer 
screen to add 
page numbers, 
your user name, or 
the date or time 
the document was 
printed.  

 

Note: There are other options you can change using the Report Designer.  Have fun experimenting! 
 
6.  Print or Export your report:  
 

f. From the File menu, select Print… or use the 

Print…  button (this allows you to choose a 
Printer).  You may also select Print or the 

direct Print button  (this immediately prints 
to the default printer).  

 
 
 
 



 

  
Reports 

 

6/28/2010 - 8 -                                    Data Grid Reports  

 

 

g. If you would like an electronic copy of this report, you may use the Export button  in the top 
menu bar, or go to the File menu and select Export.   

 
Note that the only exports available are to PDF or graphics files – you cannot produce an Excel 
spreadsheet or Word document.  Basically you will end up with an electronic picture of the report that you 
cannot change.  If you want your data in another format, (usually an Excel spreadsheet), you should 
follow the directions starting with Step 7 below to copy and paste the data. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

h. The Save As dialog box will 
appear.  In the File Name, you 
may rename the document.  When 
you click the Save button, the file 
will be sent to the My Documents 
folder in the Citrix Login page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You may also type V:\ in front of your document name and export the file directly to your C: drive without 
going through the Citrix screen. 

 
 
 
 
 

See the section below on Exporting a Report for further directions on retrieving your document. 
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7. To copy search results from the data grid into a Microsoft Excel spreadsheet (i.e., instead of printing 
search results directly from SVRS as shown above): 

 
a. Select Ctrl A to highlight the data information from the data grid,  
b. Select Ctrl C to copy the information from the data grid,  
c. Open a spreadsheet in Microsoft Excel; 
d. Then select Ctrl V to paste the data information into the excel spreadsheet.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: whenever you paste 
information from the data grid 
into a Microsoft Excel 
spreadsheet, the data columns, 
column positions, and sorts will 
not appear in the spreadsheet 
as they do in the data grid in 
SVRS.  You will have to create 
new columns, column 
arrangements, and sorts in 
Excel.  
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Ad Hoc Reports 

Understanding Filters and Sorts  
 
1.  A Filter controls what data appears, or doesn’t appear, in the report.  
 
2.  A Sort controls the order that the data appears in.   
 
3.  To build a filter in SVRS you need four components:  
 

a. The  And/Or logic criteria   
b. The filter Field Name 
c. The filter Condition  
d. The filter Value  

 

• When building a filter always start the filter with the And logic criterion.  Note, when you use the And, 
every single criterion within the filter must be met to for the data to appear on the report.  When you use 
the Or logic criterion only one of the filter criteria must be met.    

 

For example, the filter below will pull only active voters who also have a 1/1/1900 date of birth. 
 

 
 
 
 
 

While the following filter will pull all voters who are Inactive or Cancelled.  
 

 
 
 
 
 

 Note:  When combining multiple filters as seen in the examples above, you can also use the And( and Or(, 
which will treat the filter criteria inside the parentheses as one line.  For example, And( Ward Equals WD1; Or 
Ward Equals WD2) will give return a list of voters who live in Ward 1 or Ward 2.    

 

4. To build a sort in SVRS, choose the field name and then chose the order you want the data to sort.  For 
example, the sort below will arrange the data by last name in ascending (alphabetical) order.  

 
 
 
 
 

 
Ad Hoc Reports are a set of standard reports available at any time in SVRS.  Ad hoc reports can be 
filtered, sorted, and then printed or exported to a file.  The report layout can also be modified and saved 
for future use.  
 

 

Special reports have been created for Wisconsin to comply with G.A.B. reporting needs and to help clerks 
more easily use SVRS.  These reports all have the prefix of “WI” to help identify them.  Please refer to 
The Reports Reference Guide at the end of this chapter for a list of commonly used Ad Hoc Reports.   

AND/OR FIELD NAME CONDITION VALUE 

And Voter Status Equals ACTIV* 

And DOB Equals 1/1/1900 

AND/OR FIELD NAME CONDITION VALUE 
And Voter Status Equals INACT* 

Or Voter Status Equals  CANC* 

FIELD NAME ORDER 

LastName ASC 



 

  
Reports 

 

6/28/2010 - 11 -                                            Ad Hoc Reports 

 

The Voter Listing With Districts Report 
 

Printing Ad Hoc Reports 
 
1. Click on the Reports node from the menu tree.  

 

2. Then click on the Print Reports Quick Task. 

 

3. Choose the report Category. In this example, 
we have left the default Category, Voter, 
selected. 

 

The Ad Hoc Report Categories available are: 
 

• Absentee 

• Applications (Voter Apps) 

• Contacts 

• Elections 

• My Saved Reports 

• Poll Worker 

• Polling Place  

• Saved Reports 

• System Reports 

• Voter 

 

4. Select a Report from the list.  To see the full title of the report, expand the 
menu pane or click on the name in the list box. The full title appears below the 
box.  In this example, we have selected Voter Listing With Districts. 

 

5. Click Next. At this point, Report Options, More Report Options and Print 
Options are available.  The options available in these areas are explained over 
the next several pages.  

 

6. Report Options include Filters and Sorts.  For more information, see the 
sections on Custom Filters and Custom Sorts below. 

 

7. More Report Options include the Printer Setup button which allows you to 
choose a specific printer or enter a name for a file to export it to Excel or PDF.  
More Report Options also include a checkbox for displaying protected 
information.  Please note that unchecking this checkbox will not automatically 
remove confidential information like the voter’s date of birth or driver’s license 
number.  If information like this is included in your report, you cannot share it 
with the public.  You will have to delete that column from your file, or manually 
redact it from your paper copy.  

 

8. Print Options include Preview, Print Now or Schedule.   

 

More information on the Printer Setup and Print Options can be found in the 
Print Options section below. 
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Creating Custom Filters for Ad Hoc Reports 
 

A Custom Filter allows you to select the particular records you want to include on or exclude from your report.  
Most reports will require a filter to make the report useful. 
 
 
1. To create a custom filter open the custom FilterForm by clicking the 

Custom button next to the filter drop-down box.  Note: if you have 
previously created a filter and saved it, it can be selected from the drop-
down menu. 

 
2. For each line of a filter, enter a value in all four columns. 
 

a. All lines start with And/Or, with the first line always starting with “And”.  You may also use the And( or 
Or( functions if you use the same Field Name multiple times, for example if you want voters from Ward 1 
or Ward 2 or Ward 3.  For an example of how to use the And(   see the Voter Listing Report in the Voter 
chapter. 

 

b. The second column is 
the Field Name.  
These are the names 
within the system for a 
data field.  The Field 
Name must come from 
the dropdown list; it 
can not be free typed.   
Field Names can vary 
from report to report, 
so often you will have 
to scan through the list 
to determine which 
Field Name you want 
to use.  

Note:  Many field names are similar.  In the example above, DistrictCombo Code is the nine digit number 
(e.g. 13008-001-1) that represents the district combo.  A field called District Combo Name or District 
Combo Description would be something like Town of Blooming Grove – Ward 1 – Split 1.  Any field that 
ends with ID, like DistrictID, would be an SVRS generated number and is unlikely to be of use in any report. 

 
 
c. The third column is the 

Condition.  You will 
use Equals for items 
like the Voter Status 
or District Combo 
Code.  You will use 
IsGreaterThan or 
IsLessThan for date 
fields, like Date 
Registered or 
Application Date. 

 
 

 The filter displayed above will produce a list of active voters in the City of La Crosse who registered after 
1/1/2010.  You may filter by other fields if desired.  The Voter Listing section in the Voter chapter has more 
information on filtering and sorting – because the two reports share many of the same fields, the same 
filters may work in both.  
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d. The fourth column is the Value.  Enter the specific data value that you are filtering on. Note how asterisks 
* are used as wildcard characters.  In the example below, if the DistrictCombo Code Equals 32246*, the 
asterisk means “and anything that comes after it.”  So this filter will select all voters with a DistrictCombo 
Code that starts with 32246, or all voters in the City of La Crosse.  The asterisk is also included after 
codes like ACTIV* in the Voter Status line.  Some reports use “ACTIV” and other reports use “ACTIVE” 
as the value for Voter Status (or Status Code).  Placing the asterisk after the ACTIV* will work in reports 
that require “ACTIV” and in reports that require “ACTIVE”.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you are trying to figure out the correct filter value to use:  1) Click in the Value field and see if you can 
select the desired criteria from the drop-down list.  2) If no drop-down list is provided, try to enter part of the 
code or description with asterisks before or after.  3) If you need to filter by a District, you may try the District 
Type, District Code, or District Description available in the Districts node.  You can also use the Runtime 
Column Customization box to add the DistrictID column to the District Details grid, and try to filter by the 
DistrictID number.  4) If you still are not seeing the records you expect to see, call or email the GAB Help 
Desk for assistance. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. After entering a row of 

criteria for the filter, click on 
the next blank line.  Multiple 
lines can be entered.  Use 
the blue arrow button to add 
a line in the filter above the 
selected line and the red X 
to delete the selected line.  
To add a line below the 
current line, click on the next 
line. 

 
4. To save the custom filter, enter a Filter Name, then click on Save.  When the confirmation 

box opens, click OK.  Then click Use Filter.  If you do not wish to save, you may just click 
Use Filter. 
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5. Saved Custom Filters can be reused.  Just select the saved filter from the Filter drop-down box when running 

this report again. 
 

 If you no longer wish to use a saved filter, you may select the filter from the Filter drop-down box, click the 
Custom button to open the filter, and click the Delete button to delete it.  You may only delete a filter if you 
were the user who created it.  Changing saved filters is not recommended.  Instead, you should delete the 
filter and create a new one.  

 

Creating Custom Sorts for Ad Hoc Reports 
 
To put the records in the order you desire, you will create a Custom Sort.  
 
1. Open the custom sort form by clicking the Custom button 

next to a Sort By drop-down box.  If you have previously 
created and saved a sort for this report, you can select it 
from the drop-down list. 

 
2. The Sort form allows you 

to select a Field Name 
and indicate ascending 
(ASC) or descending 
(DESC) Order for each 
field.  Multiple lines of sort 
can be entered.  Use the 
blue arrow to add a line in 
the sort above the current 
line and the red X to delete 
the selected line. 

 

The Sort displayed could be used for a Voter Listing with Districts report run for La Crosse County.  It would sort all of La 
Crosse County by municipality, then by ward, then by the voter’s last name and first name.  

 
 
3. To Save the sort, enter a name for the sort, and click Save.  Click 

Yes at the confirmation box.  Then click Use Sort.  You can also click 
Use Sort without saving. 

 
 
 

 If you no longer wish to use a saved sort, you may select the sort from the Sort drop-down box, and click the 
Custom button to open the sort.  You may need to click in the Sort Name field, then in the field underneath the 
FieldName or Order column to make the Delete button active.  Then you may click Delete to delete the sort.  
You may delete a sort whether or not you were the user who created it.  Changing saved sorts is not 
recommended.  Instead, you should delete the sort and create a new one.  
 
 
If you select a saved filter or sort, the name of the sort will be visible in the 
drop-down box.  If you create a custom filter or sort and select Use Sort without 
saving, (Custom Filter) or (Custom Sort) will appear in the drop-down box.  
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Print Options for Ad Hoc Reports 
 

 
The Report Options let you decide how you will print or view your report.  You can use the Printer Setup 
button to control which printer you print your report to, or you can export it to a file instead.  You may 
Preview your report, Print Now, or Schedule it to print later. 
. 

Printer Setup 
 
Before printing or exporting a report, click on Printer Setup.  
 

The settings that are saved for a report will remain until Printer Setup is changed and saved again.  It is a 
good practice to check the Setup each time you run a report. 
 

Print Directly to a Printer 
 
1. Click on Printer Setup to open the 

Print dialog box. 
 
2. If Default Printer is selected, the 

report will automatically print to 
the default printer.  

 
 
3. If Specific Printer is selected, you 

may select your printer from the 
drop-down list.   

 
4. Click on Save Settings.  
 

Export to a File 
 

This option will create a file that can be saved and printed later, or emailed.   
 
1. Open Printer Setup. 
 
2. Select Export to File. 
 
3. Enter a name for the file.  In the example at the right, 

a date has been added to the file name.  You may 
not use slashes / \ in a file name, but dashes are 
allowed.  

 
 

In the example to the right, the file will be exported to 
the My Documents folder on you Citrix Metaframe 
page.  
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In the example below, the file name is preceded by “V:\”.  In most cases, this will export the file directly to 
your C: drive, meaning you will not have to log into the Citrix Metaframe page and move the file from the 
My Documents to the Client C: Drive folder.  In some networks, your hard drive is not called the C: drive, it 
is called the H: drive or another letter.  In that case, you can try using “H:\” instead, or another letter as 
appropriate.   

 
 
 
 
 
 

Sending files directly to your C: drive may not work if you do not have rights to save files to your C: 
drive, the specific file you want to generate is too large, or the system is too busy.  If the file is too 
large or the system is too busy, you will receive a message that the file will be immediately 
scheduled.  If you see this message, the export has failed, and you should remove the V:\, and 
export the poll list to the My Documents folder instead. 

 

If you want to save your file to a special 
sub-folder in the My Documents folder, 
you can click the Browse button to the 
right of the file name.  First, you must 
create the new folder: 

 
 
In this example, the new folder will be named 
Reports. 
 

a) Click on the New Folder button.   
 
b) Rename the New Folder to Reports.  
 
c) Click the Open button to open the new 

folder. 
 
d) Enter the name for the file. 
 
e) Click Save.  

 
 
 
 
 
In the future, the new folder will be visible under the 
My Documents folder.  You may use the Browse 
button to find the folder and save your documents 
there. 
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4. Choose a Render Format. 
 

a. You will use PDF for documents that 
contain barcodes, like poll lists and 
absentee ballot labels.  

 

b. You will use Excel for most lists.  This 
will allow you to rearrange your data after 
the report is exported. 

 

c. The CSV option has three benefits.  First, 
you can export larger files that will not fit 
into the Excel format (Excel 2003 is 
limited to 64,000 lines).  Second, the 
CSV format removes the formatting, so 
each record takes up only one line.  This 
is useful if you want to fit more records 
on each page.  Third, CSV is a smaller 
file and will export more quickly.  CSV 
files can be open in Notepad, Excel, or 
Access.  

 

Based on the settings above, when you click the Print button, the file will export to the My Documents folder 
on your Citrix Metaframe screen.  This is the My Documents folder on the server in Madison, not a My 
Documents folder on the computer in your office.  To transfer the file to your own computer and use it, you 
must follow the directions below on how to retrieve the exported file.  
 

 
5. When you have finished setting up your file for export, click Save Settings. 
 

Preview 
 
1. With the Print Option Preview selected, click on the Preview button.  There are 

several things to remember about the Preview screen 
 

a. The Preview may not have exactly the same formatting as a printed or 
exported report.  If data or titles seem to be in the wrong place, go ahead and 
print or export, and the printed document or file should be properly formatted.  

 
b. A Preview is limited to 50 voter records, so you will not be able to preview your entire report.  Other 

reports, for example the Address Range by Address Range Type report, will be limited to even fewer 
records, because multiple voters live on every street.  Once you print or export your file, all records will 
appear.   

 
c. There is a Printer button and Export button available from the top menu bar of the Preview.  You 

should not use these options.  Instead, you should us the Printer Setup dialog box to create your print 
or export settings.  

 
d. You should usually preview your file to make sure records appear, and that they are in the correct 

order.  If no records appear, something may be wrong with your filter or sort.  Check them and make 
sure records appear in the Preview screen before you print or export your file.  
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A sample of the Preview screen is shown below.  Notice that the filter you created is displayed between the title 
and the report data, so you can tell which records should appear in the report.  
 

 
 
2. You must close the Preview using the X in the upper right hand corner before you 

can print the file.   

 

Print Now 
 
1. Verify that your print or export 

settings are correct. 
 
2. Select Print Now.   
 
3. Click on Print.  Unless the system is too busy or your report is large, the report should go directly to 

the selected printer or the exported file.   
 
4. A dialog box will appear telling you the Report Print or Export is Complete!  Click OK. 
 

Note: If you see the error message below, the system is busy or the file is too large to print or export 
immediately.  If you tried exporting your file directly to your computer’s C: drive using V:\, you should click No.  Go 
back to your Printer Setup, remove the V:\ and export the file to the My Documents folder on the Citrix 
Metaframe screen.  If you exported the file without the V:\, or you set it up to print directly, you can just click Yes.  
The report will appear in the My Documents folder after a few minutes.  Please note that if a report has over 
65,000 lines (the limit in Excel 2003) and you try to export it in Excel format, it will never appear.  Export it in CSV 
format instead, or divide it into a few smaller reports. 
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Scheduling Ad hoc Reports 
 
You may choose to schedule your report to run later, at a specific time.  Because SVRS runs more slowly during 
peak business hours, you may want to have your report print later instead. 
 
 
1. The scheduler will use the Printer Setup options, to print directly or export.  

Check the Printer Setup before proceeding  
 
2. To send a report to the scheduler directly, in the Print Options panel, select 

Schedule.  
 
 
3. Click on Custom button to open the Schedule Details form.   
 
 
 
 

a. The Name of the report will populate, 
but you can edit the name if you 
wish.  

 
b. Set the time under Daily Frequency.  

Please note:  The scheduler works 
better if you do not set the time to 
run on the hour.  Try 5:01 or 8:10 
instead.  The Scheduler will run your 
report just once, at the specified 
time. 

 
 
 
 
4. Click on Save and Close. 
 
5. Click Schedule to complete. 
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Retrieving Reports Exported to a File 
 

If you have used V:\ in front of the file name and 
successfully exported your report, skip to Step 
10.  Otherwise, follow the steps below.   

 
1. Log in to SVRS.  Even if you have been 

actively working in SVRS, you may still 
have gotten logged out of the Citrix 
Metaframe page.  

 
 
 
 

2. The Citrix Web Interface screen displays.  
This screen contains several icons including 
the AESM icon, Client C Drive, and My 
Documents. 

 
3. Click the My Documents icon to open the 

folder.  
 
 
 
 
 
4. You will see Z:\My Documents.  Highlight the exported 

report by single clicking on the file(s).  
  
 
 
 
 
 
 
 

5. Click on Edit and select the Copy to 
Folder or Move to Folder command. 

 

• Select Copy to Folder to copy the file to 
your workstation or a network directory.  
The original file remains on My 
Documents. 

 

• Select Move to Folder to move the file.  
This removes it from My Documents. 

 
 

You can move or copy multiple files at the same time.  Highlight specific multiple files by holding the Control 
key while clicking on the files to be moved or copied.  You can also move sequential files by clicking on the first 
file, holding the Shift key, and clicking the last file to be moved or copied. 
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6. A dialogue box will open.  Expand, or hit the plus sign (+) by the C$ on Client (V:).  This will display 

the folders on your computer. 
 
 
7. Choose the 

location within the 
C drive to move or 
copy the files.  You 
may choose to 
leave the C$ on 
Client (V :) 
selected and 
moves the file to 
your C: drive, or 
select a subfolder.  
Hit the plus sign 
(+) by a folder to 
see available 
subfolders.  

 
8. Click the Move or 

Copy button. 
 
9. The file is moved 

or copied to the 
local hard drive. 

 
 
 
 
10. From your hard drive, use your file menus, or Windows Explorer, to access your report.  

You may print the file, open and edit it, email it, etc.  
 

You may have difficulty transferring files from the My Documents folder if your office uses network 
directories only (so you do not have permission to  access your local C: drive).  Contact the GAB Help 
Desk to determine if the problem can be addressed through SVRS, or if your local IT staff has to help 
you. 

 



 

  
Reports 

 

6/28/2010 - 22 - Modifying Reports 

 

Modifying Reports  
 

 
You may modify most reports in SVRS in order to change what information the report displays.  You can 
access the Modify Report functionality through the Print Reports quick task.  

 

 

Modifying The Voter Listing Report 
 

Following the examples below will produce a Voter Listing report with two added fields, IDRequired, and Voter 
Status.  That way you can check on your voters who will have to provide Proof of Residence at the polls, and 
fix errors, or send them a notice with their absentee ballot.  

 

Modifying Layout 
 

1. To modify a report’s layout, first select Reports 
node, then the Print Reports Quick Task. 

 

2. Select the Category and the Report.  In this 
example, the Category is Voter, and the report 
selected is Voter Listing.  

 

In some reports, the Modify Layout option is not 
available and will be grayed out. 

 

3. Click the Modify Layout button. 

 

4. The Create New Report form appears, with the 
selected report’s layout displayed.  

 

5. At this point, fields can be added to the report, or deleted from the report.   

 

a. Right-click at the top of the column above the data field.  A menu will appear with the options to Insert 
Column to Left, Insert Column to Right or Delete Column.  Alternatively, when a column is selected, 
the options appear as icons above the report.  In this example, we will be deleting the Voter Reg column, 
because we do not want the Voter Reg Num to appear in the final report. Right-click on light gray space 
above the column header and select Delete Column. 
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Note: sometimes a message will appear saying that the field 
cannot be deleted, because it is merged with another field.  The 
values in the column can be deleted.(See c. below)  

 

b. To add a column, first decide where you would like the new column to appear. Right click at the top of the 
column to the left or right of where the new column will be placed on the report. Select Insert Column to 
Left or Insert Column to the Right.  In this example, add a column to the right of the last column.  Right-
click on the second Voter Address column header and choose Insert Column to the Right. Repeat this 
until 2 new columns have been added at the end of the report.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

c. To delete a field, but keep the column to use for another data 
field, click in the cell that contains the title, highlight the title and 
hit the Delete key. Do the same for the field description in the cell 
below. In the example to the right, the title has been selected and 
can now be deleted. This will leave an empty cell which can be 
used for a new data field. We will skip this option in the current 
example. 

 

d. Move a new data 
field into the report. 
Click on the column 
name in the 
Available Fields 
panel on the left. 
Drag and drop the 
field into the second 
cell, or the cell below 
the title, in an emply 
column.  In this 
example, we will 
drag and drop the 
IDRequired field. 
That data will be 
inserted into the 
report at this location.  



 

  
Reports 

 

6/28/2010 - 24 - Modifying Reports 

 

Drag and drop the column Status Code into the middle row of the last column.  

 

 

 

 

e. Edit the Title. This appears above the data field. The text will be bold.  In this example, we will add a title 
for ID Required and a title for Voter Status in our two new fields. 

 

  To format the font in a title or data field line, click in the section and select the font name, font size, B for Bold, I for Italics, 
and U for Underline.  You may also use the Justification Icons to make the selected test left-justified, right-justified, or 
centered.  

 

f. Before you continue, you must ensure that all columns fit entirely within the black-dotted vertical 
line at the right of the page.  This is the page margin, and if columns extend beyond it, your report will not 
be formatted correctly.  To fix this, hover your mouse above the line that divides two columns, or at the 
right edge of the final column.  When the mouse becomes a double arrow icon, click down and drag to the 
left to make the column shorter.  Repeat for each column until all columns fit within the margin line.   

 
 

 

 

 

 

 

 

 

 

 

 

 

6. When you have finished deleting data, adding data, and adjusting the column 
sizes, click Next>> to continue. 
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7. Name the report.  When the report is saved, this name will appear under the Saved Reports or My Saved 
Reports category.   

  Keep the report name under 60 characters and do not use symbols like & or #.  To make the name unique 
throughout the state you may need to add your Hindi number or initials to the report name.  If you get an error 
when saving the report, you should check the report name first to make sure you followed all of these rules. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. You will not use the Default Report Filter or Default Sort By fields.  Instead, you will save the report and 
add the desired filters and sorts before you print it. 

 

9.  Click Next>> to continue. 

 

 

 

10. Use the 
Preview 
Report button 
so to verify 
that the 
correct data 
appears 
before you 
save.  

 

 

 

11. Check the Save report for future use checkbox and choose Save for Everyone’s Use.  This will make your 
modified report available to everyone in your municipality. You will find it under the Category of Saved 
Reports.    

 

  SVRS users at the state and county levels will want to use the Save for Me Only option.  This will allow you 
to use the report in all of the different jurisdictions you have access to.  You will find your report under the 
Category of My Saved Reports.  
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12. Click Finish to complete.  When you see a dialog 
box confirming that The report has been saved, 
the modified report is now availale to run. 

 

  If you get an error message when trying to save your file, first try and 
change the file name.  If you are still having trouble saving the file, 
contact the GAB Help Desk for assistance.  

 

13. To print or export the modified report, return to the Main Menu.  From the 
Reports node, select the quick task Print Reports.  Then select the report 
Category of My Saved Reports or Saved Reports. 

 

14. Select your modified report from the list. 

 

15. You may now use any of the options available in the reports node. You may 
click the Modify Layout button to further change the layout, or create a 
custom filter or custom sort. You can print this report directly or export it to a 
file.  

 

  If you no longer wish to use the report, you may highlight it and select the 
Delete button.  

 

 

 

 

 

A sample of the report is displayed below.  This report was run in the City of Rhinelander and filtered for ID 
Required equals “Yes.”  A clerk might use this list to double check voters with ID Required, and update them if 
they had already provided Proof of Residence.  The voters with Inactive or Cancelled statuses can be ignored.  
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Create Reports  
 

 
The Create Reports option in SVRS is much like the Modify Reports option.  Modify Report keeps the same 
basic formatting, so while you can eliminate extra columns of data, you cannot eliminate extra rows.  Using 
Create Reports, you can design a report with a single record per line.  

 

 

Creating a New Report Based on the WI Voter Participation Report 
 

The WI Voter Participation Report is very useful to provide information to candidates, and track voter 
participation after an election.  However, each voter’s address takes up two lines, and most users would like a 
single line per voter.  There are other formatting issues which may mean it is easier to create a new report than 
to try and modify the old one.   

 

The Create Reports Wizard 
 
1. To create a new report based on a current report, first select the Reports node, 

then the quick task Create Reports. 

 

2. The Welcome to the Report Wizard screen will appear. Click Next to proceed.  

 

 

 

 

 

 

 

 

 

 

 

 

3. The next screen will display a Report Category dropdown list and a list of 
existing reports that fit under the selected category. In this example, we 
have selected the Voter category and the Voter Participation report. 

 
 
 

You may notice that many of the reports listed here have slightly different 
names from the reports that appear in the Print Reports quick task.  You 
may need to select the report and go to the next step to verify that the data 
fields you need are available within that particular report.  
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4. Click Next.  The 

Report Data 
Fields screen 
will appear.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Select the desired Orientation by clicking the radio buttons in the center right.  Portrait 
means the top of the page will be 8 and ½ inches wide, Landscape means the top of the 
page will be 11 inches wide. If you exporting your new report to a file, the orientation will 
not make much difference.  

 

b. Search through the data fields listed in the Report Data Fields and find the first piece of 
data you want to add to the report.  Click on that field, then drag and drop it into the 
Custom Layout grid at the bottom of the screen.  

 

In the example above, we have added the VoterCurrentReg Voter Reg Num, Last Name, First Name, 
Middle Name, Name Suffix, Election Date, Voter Home Address Line 1a, Voter Home Unit Number, 
Voter Home Address Line 3, and we will also add Voter Home Address DistrictCombo Code. This 
gives us a nice set of information on the voter, voter’s districts, and the election in which they participated.  
 

c. You may resize the columns shown here by clicking on the line that forms the border 
between two columns and dragging it to the left or right to make the column shorter or 
wider.  

 

d. You may reorder the columns by clicking on the column header and dragging and 
dropping it into a new position. In the example below, we are moving the Election Date 
column to the beginning of the report. 

 

5.  When all of the columns are properly arranged, click Next. 
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6. In the Report 
Description and 
Options screen, 
you will enter the 
Report Name.  
The name must be 
less than 60 
characters, should 
not include 
symbols, and must 
be unique 
statewide. You 
may need to add 
your Hindi number 
or initials to make 
the name unique. 

 

You will not use the 
Default Report Filter 
and Default Sort By 
fields.  After you have 
saved your report, you 
can create filters and 
sorts before printing it.  

 

7. Click Next.  

 

8. Use the 
Preview 
Report button 
so to verify 
that the 
correct data 
appears 
before you 
save.  

 

 

 

 

 

9. Check the Save report for future use checkbox and choose Save for Everyone’s Use.  This will make your 
modified report available to everyone in your municipality. You will find it under the Category of Saved 
Reports.    

 

  SVRS users at the state and county levels will want to use the Save for Me Only option.  This will allow you 
to use the report in all of the different jurisdictions you have access to.  You will find your report under the 
Category of My Saved Reports.  
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10. Click Finish to complete.  When you see a dialog 
box confirming that The report has been saved, 
the modified report is now availale to run. 

 

  If you get an error message when trying to save your file, first try and 
change the file name.  If you are still having trouble saving the file, 
contact the GAB Help Desk for assistance.  

 

11. To print or export the modified report, return to the Main Menu.  From the 
Reports node, select the quick task Print Reports.  Then select the 
report Category of My Saved Reports or Saved Reports. 

 

12. Select your modified report from the list. 

 

13. You may now use any of the options available in the reports node. You 
may click the Modify Layout button to further change the layout, or 
create a custom filter or custom sort. You can print this report directly or 
export it to a file.  

 

  If you no longer wish to use the report, you may highlight it and select the 
Delete button.  

 

  

 
 
 
 
A sample of the report is shown below.  This report was run in the City of Rhinelander, filtered for Election Date 
Equals 4/6/2010, and sorted by Last Name and First Name.  A candidate might request this report to get a list of 
all voters in her district who voted in a specific election.  You may also wish to add the County Sup District and 
Aldermanic District columns to this report.  
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Pricing on SVRS Data Reports  
 

 
In order to ensure uniform treatment of requests from candidates and the public, all users should follow the 
data pricing guidelines.  Full information on data pricing is available at http://gab.wi.gov/clerks/svrs, under 
Voter Data Requests. 

 

 

Notes on Data Requests 
 
 

  If you receive a request for data 
from a member of the public, 
candidate, or organization, you 
should charge them a $25 flat 
fee plus $5 per thousand records 
(rounded to the nearest 
thousand).  This means that 
every report should cost at least 
$30.  The price for a statewide 
list tops out at $12,500.  

 

  Occasionally, you may receive a 
request that you cannot fulfill on 
your own.  The G.A.B. is able to 
run queries that local users 
cannot.  If you are having 
difficulty fulfilling a request, you 
may choose to refer that person 
to the GAB Help Desk instead.  

 

  The document at the right is the 
GAB-361, used to track data 
requests.  You may wish to use 
something similar to track data 
requests in your office.   
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Listed below are commonly used SVRS reports and where you can locate instructions in the application 
manual for generating, filtering, sorting, and printing them.  Also listed are definitions and help tips (if 
any) for each report.   

 
Most Commonly Used SVRS Reports:  
 

 
Report 

 
Report Category and Definition 

 
Helpful Tips (if any) 

 
SVRS Application 

Manual 

1. Voter Transfers 
Data Grid Report  

SVRS data grid report generated from the 
Voter Transfer node.  Report shows those 
voters that have moved to a new 
municipality and submitted a new 
registration application.   

Should be 
generated regularly 
to track all voters 
who moved out of 
your jurisdiction.   

See Voter, page 21; 
and Reports, page 3.   

2. Merged Voter    
    Information 

SVRS report located in the Voter 
category.  Report displays voter 
records that have been removed 
from your jurisdiction through the 
voter merge process in SVRS.   

This report can be 
generated from both 
the municipal and 
county levels in 
SVRS.   

See Voter, page 20. 

3. Voter Listing  SVRS report located in the Voter category.  
Report returns a list of registered voters 
and addresses.  It can include the voter’s 
mailing address, ID Required, voter status, 
date registered, driver’s license, social 
security number, and other info.   

This report can be 
generated from both 
the municipal and 
county levels in 
SVRS.   

See Voter, page 23; 
and Reports, page 
22. 

4. WI Voter 
Registration 
Batch List 
Report  

SVRS report located in the Applications 
category.  Report tracks the information 
entered into voter applications.   

Designed for 
Providers to verify 
info of newly 
registered voters 
with Reliers. 

See Voter 
Application, page 21. 

5. WI HAVA Check 
Report  

SVRS report located in the Voter category. 
Report tracks the HAVA check results for a 
municipality.  

This report can be 
generated from both 
the municipal and 
county levels in 
SVRS.   

See HAVA Interfaces,  
page 2. 

6. WI Voter Match 
Report 

SVRS report located in the Voter category.   Finds Duplicate 
Death & Felon 
Matches. 

See HAVA Interfaces, 
page 9 

7. District Combo 
Listing  

SVRS report located in the Polling Place 
category. Report lists the district code for 
each district that makes up a district 
combination in SVRS.  

 See Districts and 
Offices Type, page 
14. 

8. Address Ranges    
    by Address     
    Range Type 

SVRS report located in the Voter category.  
Report lists the address ranges in SVRS 
for a particular jurisdiction.  

 
 
 
 

See Address Ranges, 
page 17. 

9. Voters with No       
    District  
    Combination  

SVRS report located in the Voter category.  
Report lists all voters whose district 
combination is equal to 1, whose 
residential address is not validated and 
who will not appear on the poll list.   

Should be run 
before every 
election to ensure all 
voters appear on a 
poll list. 

See Address Ranges, 
page 19. 
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Report 

 
Report Category and Definition 

 
Helpful Tips (if any) 

 
SVRS Application 

Manual 

10. Polling Place  
      Listing  

SVRS report located in the Polling Place 
category.  Report generates a list of polling 
places for a municipality or county.   
 

  See Polling Places, 
page 6. 

11. Vote Count by  
      Voting Method 

SVRS report located under the Elections 
category.  Report shows the number of 
votes cast in an election, broken down by 
ward.  Within each ward, shows whether 
the vote was recorded as being cast At the 
Polls, Absentee, or Other.   

Report can be used 
to help reconcile 
vote counts 
recorded after an 
election. 

See Post Election 
Activities, page 15  
 

12. WI Voter  
    Participation  

SVRS report located in the Voter category.  
Report lists the name, address, ballot style 
description and ward for each voter who 
cast a vote in a particular election.   

Report can be used 
for candidate data 
requests or to help 
reconcile vote 
counts recorded 
after an election.  

See Post Election 
Activities, page 17; 
and Reports, page 
27. 

13. Canvass 
Reports 

Reports generated from the GAB Canvass 
Reporting System 

 See Canvass. 

14. Candidate Filing 
Reports 

Generate to track nomination papers and 
ballot status of candidates in SVRS.  

Required for State 
level candidates, 
optional for others. 

See Election Setup.   

15. Wisconsin     
     Election Data  
     Collection  
     System    
     (WEDCS)  

Electronic form of the GAB-190 generated 
outside of the SVRS system.  

 See WEDCS, page 6.  

16. Absentee  
      Application  
      Listing  

SVRS report located in the Absentee 
category.  Report lists absentee 
applications entered in SVRS by Election.  
Within each Election, applications are 
organized by Application Type. 

Report can be used 
to manage 
Permanent 
Absentee voters 
who have not 
returned a ballot for 
a specific election. 

See Absentee 
Applications.  

17. WI Absentee  
      Application    
      Ballot Log 

SVRS report located in the Absentee 
category.  Report lists, by election, the 
Name of each Absentee Applicant, along 
with the Application Type, the Applicant’s 
Address and Ward, when the Application 
was received, the Date Ballot Issued, the 
Date Ballot Returned, and the date the 
vote was recorded for that Applicant.   

Report should be 
generated before an 
election and 
distributed to the 
polling place to help 
track absentee 
ballots on Election 
Day.  

See Absentee 
Ballots.   

18. Voter Listing 
With Districts 

SVRS report located under the Voter 
category.  Report shows the voters names 
and addresses, along with a list of the 
districts they live in.   

Report can be used 
to verify both voter 
and district 
information. 

See Reports, page 
22.  
 

 


